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 setting up a google account

find the google main page
type google into your browsers search field and press return

 open up google docs main page

select documents from the "more" dropdown menu
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 set up an account

choose the "get started" link
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 Fill in account information

fill in the required information. You can use any email address. Click the "i Accept. Create my account"

 Continue by checking your email

open up the repley from google
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 activate your account by clicking on the link

 continue

cllick on the continue link

 complete the sign in process

type in your email address and password, click the sign in button.

 upload the professional growth guide
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click the upload button

 upload step two

cllick the choose file button

 Select the guide word file

highlite the file
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 choose the file

select the choose option

 upload the file

click the "upload file button"

google documents - 6



 your file is now on your google documents page. 

it can be edited  and is accessible from any internet capable computer. IMPORTANT; YOU WILL
HAVE TO UPLOAD A COPY OF THE GUIDE FOR EACH OF YOUR STUDENTS.
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 Sharing the file with your students

open up the share menu and choose share with others
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 You will have to do this for each of your students

1. select as collaborators
2. enter their email address in the box
3. deselect "collaborators may invite others"
4. deslect "invitations may be used by anyone"
5. click on the invite collaborators button
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 send the notification to your intern

Fill in the subject line and the message and send the invitation.
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 the intern will receive ....

He/she will click on the link
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 ... and they will have to create an account to use the shared document.

I have a pdf file printout that explains this process to the students. If you want it I can send it to you.
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 This is what my docs page looks like ready for the interns use.

I have emailed them an invitation and will be checking with them this week. 
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